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Business Entity Registration: 
 A Guide for Registering Your Business 

Using the BEREP Website  
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This is the home page of the Illinois State Board of Elections (www.elections.il.gov), the starting point for a Business Entity 
registration.   The BEREP page is accessed by clicking on “Businesses” at the top of the screen. 
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1.  Links the user to information about the BEREP law, including why the registration is required. 
2. Takes the user to a search page to determine what companies are already registered.  If a business is not sure if they 

have registered or not, they can find out here. 
3. Links the user to the Illinois Comptroller web page to search for existing state contracts. 
4. This is where businesses registering for the first time or accessing their existing registration account should go. 
5. Takes the user to a search page to look for listed affiliates of businesses in the registration database. 
6. Links the user to the Illinois Procurement Bulletin. 
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This is the login screen, accessed by clicking on “Create Business Account/Access Existing Account” on the previous screen.  
Businesses who have already registered may access their account by entering their User Name and Password, and clicking 
“Log In”. 
 
Businesses registering for the first time should click on “Don’t have an account?” 
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The first step in the registration process is selecting a user name for the account.  The user name can be any combination of 
numbers and letters, but once selected there is no way to change the user name.  Each user name can only be used once. 
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After selecting a user name, a password must be selected and entered twice for confirmation.  An email address must also be 
entered, and must be available to the user because it will be needed to activate the account in the next step.  You should also 
create a security question and answer (this will be used if you forget your password or user name).  Finally, you must enter the 
name of a contact person and a phone number where that person can be reached.  Once all fields have been completed, click 
“Create User”. 
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Once the account has been created, an email will automatically be sent to the email address entered during the previous step.  
This email contains an activation link which must be clicked in order to activate the account and allow the user to continue 
with the registration process.  Clicking “Continue” on this page will take you back to the login screen, but you will not be able 
to log in to the account until it has been activated. 
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Here is what the activation email looks like.  The link that must be clicked to activate the account will look something like this.    
If you do not receive the email (it should arrive very quickly), check any spam filters on your email system.  If this does not 
solve the problem, it may be necessary to contact the State Board of Elections.  The most common error is an incorrectly 
entered email address.   If necessary, the activation email can also be sent from a different email address at the Board (this has 
typically been successful when email problems have arisen in the past.) 
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Once the account has been activated, you will see this screen.  You can now log in to the account and continue the registration 
process.   
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The login should be very straightforward.  Just enter the user name, password and click “Log In”. 
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The next step is the one most likely to cause problem a problem requiring assistance.  You must enter the FEIN number for 
your business, or possibly an IBT number or Social Security Number in some cases.  (It does not matter if a dash is used in the 
number.)  However, if the information entered does not match the information on file with the Illinois Department of Revenue, 
an error message will pop up: 
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If you see this message, you will have to contact the Campaign Disclosure Division of the Illinois State Board of Elections, at 
217-782-4141.  You will only need to provide the user name you created for their account.  Fixing the problem takes just a few 
seconds – really.   
 
If the business trying to register is from outside the USA and does not have an FEIN, IBT or SSN number, the process becomes a 
little more complicated.  The business will again need to contact Board staff for assistance.  The registration can be completed 
by having the business provide an alternate form of tax id number, accompanied by a letter explaining that this number will be 
used in place of the usual FEIN number.  Board staff will then have to create the account for the user, including the information 
contained in the next step.  Once the account has been completed, the user can complete the rest of the registration process on 
their own. 
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Once the account is created and the FEIN number entered, you will enter basic information about your business, including 
name, address, phone number and email address (this does not have to be the same email address as the one entered for the 
contact person, but it can be).   
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Once the business information has been submitted, this screen will appear.  You must now enter additional information about 
affiliated entities and affiliated persons.  The registration is not complete until this is done, but there will be no warning 
beyond this screen to tell you that the registration is not finished.  If you have questions about the definitions for affiliated 

persons or affiliated entities, you can click on the  button next to each listing for more information.  When you are ready to 
proceed, click the link at the bottom of the page. 
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To begin adding affiliate information, you must click either “Add New Entity” or “Add New Person”.  It is important to 
remember that affiliated persons must be added as persons, not entities.  If you attempt to obtain a copy of the certificate of 
registration (in an upcoming step), the system will not produce the certificate unless at least one affiliated person has been 
entered.  Entry of persons as entities is probably the most common user error in the registration process.  Incorrect entries 
must be deleted and re-entered under the correct category. 
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Here is a sample entry for an affiliated entity.  The required information is very basic – the only field likely to cause any 
confusion is the Affiliate Description at the bottom.  This is just a simple explanation of the relationship of the affiliate to the 
registering business, such as a parent company or subsidiary company.   
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Once an affiliated entity is submitted, this screen will pop up.  You can add another affiliated entity, or return to the list of 
affiliates already entered by clicking Return to Affiliated List.  If you are finished entering affiliated entities, you can return to 
the registration home page by clicking Return to Home Page. 
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This is the  Affiliates List.  All affiliated entities and affiliated persons will be shown.  Entries on the list can be changed or 
removed by clicking either “Edit Affiliate” or “Delete Affiliate”.  There are also links provided to add a new affiliated entity or 
affiliated person. 
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Here is a sample entry for an affiliated person.  Note that each person must be selected as an Executive Employee or Owner, 
and the person’s title should be entered.  The “Spouse” box should only be clicked if the person being entered is the spouse of 
an executive employee or owner.  The field titled “Description” is provided to allow the user to enter an additional explanation 
about the affiliated person, beyond that contained in the Executive Title. 
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This is the user’s BEREP home page.  Any recent activity is listed in the center of the screen, and the full activity log can be 
accessed from this location as well.  This page can be accessed at any time during the registration by clicking on Home in the 
upper left. 
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This link, in the top center of the Home page, allows you to add, delete, or make changes to the list of affiliated persons or 
affiliated entities.   
 
 
 
 

 
The Produce Certificate link, in the upper right, allows you to create a .pdf copy of your certificate of registration, once you 
have completed the registration process.  Selecting this link will take you to the verification screen shown on the next page.   
You must click the “I Agree” button to be able to produce the certificate.  Clicking “I Do Not Agree” allows you to continue 
entering required information prior to producing the certificate.  
 
 It should be noted that the registration process does not have to be completed in one sitting – you can log in and out of the 
account whenever needed.  However, if an account is created but the business FEIN number is not entered within 72 hours, 
the account will automatically be deleted from the system.   
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The certificate of registration will be produced as a .pdf document, which can be viewed, printed or saved by the user.  It 
should be noted that the date at the bottom of the document only reflects the most recent date on which registration 
information has been updated – not the date the document itself was produced. 
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As mentioned earlier, if your business does not have at least one affiliated person entered, you will be unable to produce the 
certificate of registration and will see the above message if you attempt to produce the certificate.   
 

 
 
Affiliated persons incorrectly entered as affiliates can be removed by accessing the affiliates list and clicking the red “X” for the 
incorrect entry. 
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After clicking the red “X” for the entry, you are given the option to keep or delete the entry. 
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This link, located on the middle right of the Home page, takes you to a screen where you can change information for the 
contact person, as well as change the security question and answer for the account: 
 

 
 
  



28 
 

 
The Illinois Procurement link, on the bottom right of the Home page, takes you to the website of the Illinois Procurement 
bulletin.  You will first be warned that continuing on this link will cause you to leave the BEREP site: 
 
   

     
 
 

 
This link, located on the bottom of the Home page, allows a business to change their status from “active” to “inactive”.  Once a 
business is registered in the BEREP database, there is currently no way to remove them from the database.  However, they can 
change to “inactive” status, provided they are legally no longer required to be registered.  Clicking this link will provide you 
with information about the deactivation process, and a link that must be clicked to continue the process.  The process itself 
will take you through several more screens with links that must be clicked to continue: 
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 You must click this link to continue. 
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You must verify that your business meets the deactivation requirements and wishes to continue. 
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You must additionally declare the reason you are no longer required to have an active BEREP registration. 
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You must then click on “Deactivate Account”. 
 

 
 
And finally, you must give the name and title of the person authorizing the business to change its status to “inactive”. 
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Once the business has been deactivated, this will be reflected on your BEREP Home page. (Note that the link on the bottom of 
the screen now reads “Reactivate Business”.) 
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If an inactive business wishes to reactivate, it must go through a reverse of the deactivation process, which is started by 
clicking on the “Reactive Business” link. 
 
 
 

 
First, you must verify that you wish to reactive the business.  Then the “Activate Account” button must be clicked. 
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Finally, you must verify that you understand the BEREP requirements for an active, registered business.  Submitting this 
answer returns the business to active status. 
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This link, located on the bottom left of the Home page, takes you to the website for the Illinois Comptroller.  You will be 
warned that continuing on this link will cause you to leave the BEREP site: 
 
     

     
 
 

 
This link, located on the middle left side of the Home page, is intended for use by businesses that may have a large amount of 
data to enter as part of their BEREP registration.  It is possible for such businesses to input their affiliate lists from an XML file. 
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Utilizing this method does require the user to have their business data in a very specific format.  Users with problems during 
this process may contact Board staff for assistance, but should understand that such assistance is likely to be very limited, 
because the most common issues are related to the user’s data file and are therefore the user’s responsibility. 
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This link, located in the upper left corner of the Home page, allows you to change information about the registered business: 
 

 
 
Note that the business tax id number may not be changed – this can only be done by contacting Board staff. 
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Finally, there are additional links across the top of all the BEREP account pages on the State Board of Elections website: 
 

1. Takes the user to the BEREP home page. 
2. Allows the user to access the links found on the Home page, without going to the Home page. 
3. Provides links to help related to the BEREP process, including a frequently asked questions page and links to the BEREP 

law itself. 
4. Shows the Filer Account name currently logged in.  Be aware that if the user is logged in but does not perform any 

actions on the BEREP site for a few minutes, they may be required to log in again (in this case, the login screen will pop 
up when the user attempts to perform any other actions on the site.) 

5. Allows the user to logout of the BEREP site and end their session. 
6. Allows the user to change their account password.  The process is fairly straightforward: 

        
You must enter the current account password and the newly-chosen password (which must be entered twice for verification.)  
Once the “Change Password” button is clicked, you should see the confirmation message. 
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If you have lost or forgotten your account password or user name, you can have a new, randomly-generated password sent to 
the email address on file by clicking “Forgot your password or User Name?”  Similarly, this link may be clicked if you do not 
recall your user name. 
 

   
You will need to enter your User Name to receive a new password.  If you do not remember the User Name, clicking the 
“Forgot your User Name” link will allow you to enter your e-mail address to be sent an email with that information. 
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  In order to receive a new password, you must correctly answer the security 
question created at the start of the registration process. 

 

 
 
The email containing a new, temporary password will look something like this.  The password itself is randomly generated.   
Experience shows that the best way to input the new password is by copying and pasting it from the email (attempting to type  
in the password manually often fails.) 
 
In cases where a business does not remember either its User Name or password, they should contact the Campaign Disclosure 
Division of the Illinois State Board of Elections,  at 217-782-4141. 
 

 


